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SUBJECT: Management Staff Study of the Organization and Staffing of the Loglstlcs o
office R

< 8

i:

1. PROBLEM: g5
(=]

Q=

Ao

b,

20

3.

8o

Operating experience gained since the establishment of the Logistics Office organi-
zational structure and T/O, and a need for a determination of the staffing required to
ensble the Office to accomplish its mission, necessitate a review of the functions and

organigstional structure of the 0ffice in order to:

Realign certain staff functions and refine the internal organizational structure of the
operating divisions so as to best meet current requirements,

Establish a realistic steffing pattern related to actual workload requirements to
determine either the adequacy of the present persomnel ceiling or the justificatlion
for a change in the personnel ceiling,

ASSUMPTION:

The overall mission of the Logistics Office is expected to undergo no major change in
the foreseeable future.

FACTS BEARING ON THE PROBLEM:

The present organization of the Logistics Office was approved in March 1953. Since
that time there has been no major change in the structure or assigned functions other
than the assumption of the following functlons performed by the former General Services

Office:
(1) Mall and Courier Service
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(2) Space Maintenance and Facilities
{3) Printing and Reproduction

(4) Printing Advisory

25X9A2 The above functions were acquired with the transfer of approximately [Jlll personnel,

25X9A2
25X9AR:
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but no provision was made for an increase in administrative personnel to carry the
additional workload imposed by the transfer, 2EX9AD

The present T/0 provides for I positions whereas a personnel ceiling of [ bas
been imposed upon the Office, consisting of B civilian positions and Hll military

positions, 25X9A2

The consolidation of two separate warshouse facilities and the relocation of their
activities at a new site have necessitated a complete change in the organizational
element responsible for the warehousing function,

The Assistant Director for Personnel proposed, under date of March 16, 1954, and the
Chief of Logisticas agreed to, a comprehensive classificetion survey of all Logistics:
Office positions determined to be necessary to carry out the mission and functions of
the Logistics Office,

DISCUSSION:

On an overall basis, the organizational pattern for the Loglstics Office remains
substantially the same as the presently approved organization,

The Security function has, in fact, mported directly to the Chief of Logistics
since it was established and inasmuch as its funotion is primaerily that of operational
security, this is considered to be a proper organizational placement of the function.
It is now possible to combine the functions of the Spscial Staff with those of the
Technical Review Staff {inspection and review) and place them in a Technical Review
and Pollcy Staff at a saving in positiocna, :
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Operating experience gained in working with the area divisions and within the
Loglstics Office has made it possible to eliminate some of the coordination work and
to transfer to the Supply Division certsin requirenents work formerly accomplished by
the Coordination and Requirements Staff, The Coordination and Requirensnts Staff
will, therefore, be able to concentrate on overall logistical planning with a reduced

-T/0. 1In view of the shift in emphasis from coordination and requirements to plamning,

this Staff is carried on the proposed chart, in Tab A, as the Planning Staff.

Thess changes, as well as various refinements in the organizational structure of the
operating diviesions, are discussed in detail in Tabs A to K, inclusive,

Staffing hes bsen a major problem in the Logistics Offics, During the courss of
this survey each element, with one or two exceptions such as the Office of the Chief
of Logistice and the Office of the Assistant Chief for Opsrations, has been care-
fully studied with s view to establishing some kind of unit of measure to apply to
estimated or knowm worklosd figures, This has besen possible in Procurement and
Transportation Divisions., 1In other elements where this has not been possible, the
operation has bsen reviewed to determine that personnel assigned are being fully
utilized, * _

This survey has approached the matter of staffing by establishing for each major
element of the Office the number of positions required to accomplish its purpose,

In an element such as the Office of the Chief of Logistics or the Office of the
Assistant Chief fdor Operations, where the need for the positions involved is readily
apparent, no attempt has been made to furnish detailed workload data. In all other
elements the operations have been revieved, workload data secured to the extent
availatle and such'information 1s detailed in the attached Tabs A to K, inclusive,

in support of the T/0. In those elements where an increase appears warranted de.
tailed requirements are set fortb in the appropriate Tab; for example, in the Security
Staff and the Administrative Staff specific tasks have been identified, the time re-
q;;rod to perform such tasks established and applied to the workload to dstermine the
T/0 needsd,

Attached as Appsndix 1 is a comparative statement showing for each major element of

the Logistics Office the present approved T/0, the staffing proposed as a result of
this survey, and the increases and decreases,
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The staffing proposed in this study will requirs an increase of 9 in the perzonnel
celling for the Logistics Office, Attached as Appendix No, 2 18 a reconciliation
statement of the existing and proposed ceiling figures, Particular attention is
directed to the adjusiments shown in Appendix No., 2, Thess are necessary for racord
keeping purposes and must be made for the reason that the proposed T/0 includes only
those poeitions necessary to emable each element of the 0ffice to accomplish its
purpose and does not include provision for certain pending actions (see "Pending
Deletions", Appendix No. 3).

Attention 1s also directed to the "Pending Additions" shown in Appendix No, 3. Theae,
if approved, will also require personnel ceiling increases since they are not in-
cluded in the proposed new ceiling showun in Appendix No. 2,

As stated above, the proposed staffing involves a ceiling increass of 9. The fact
that the present approved T/0 i1s greatly in excess of the present personnel ceiling
and further that Loglstics Office has found it necessary to continually adjust the

~ internal allocation of the ceiling, makes it impossible to compare the proposed T/0

with the present approved T/0 and identify those causing the increase, This situation
was also the subject of oomment by the Assistant Dirsctor for Personnel in his memo-
randum of 16 March 1954 to the Chief of Logistics where he stated that it is difficult,
if not imposaible, to recognize true vacancies, However, on the basis of the on-gduty
personnel, plus the in-process actions, the Logistics Office has made & current
distribution of its present personnel ceiling which identifies the increass of nine

as being composed of the positions shown in Appendix No. 4.

Excluded from the scope of this survey are three propesals for staff increases. Each
of these results from workload protilems outside the control of Logisties Office and
each inztance arose after the organizational and steffing work necessary for the
classification survey had been completed. In view of the deadlines established for
various parts of this survey, i.e., completion of the organizational and staffing
review, completion of the classification survey, and submission of recommendations in
time to meet budget requirements, it has not been possible to include in this study
requirements set forth in Appendix No, 3.
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5. CONCLUSIONS:

a, The organizationsl pattern for the Logistics Office should consist of the following
staff and operating elemente:

(1) Security Staff
(2) Technical Review and Policy Staff
(3) Planning Staff
(4) Acdministrative Staff
(5) Office of Assistant Chief for Opsrations
{6) Printing and Reproduction Division
(7) Procurement Division
(8) Real Estate and Construction Division
(9) Supply Division
(10) Transportation Division
b, In view of the responsibility of the Chief of Logistice for world wide logistical
matters, some means should exist for the review, study, and appropriate use of field,
including oversess, procurement., It is concluded that this can best be accomplished
by the eatablishment of & Foreign Branch in the Procurement Division,
co Staffing for the Logistics Office should be increassed alightly. Requirements indicated
elther by actua)l review of operation or by measurement based on pest performance,as out-
lined in Tabs A through K inclueive, support the conclusion that a personnel ceiling
increass of 9 pezitions is justified,
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RECOMMENDATIONS 3

It is recommended that the organizabional pattern as indicated by the charts included
in Tabs A through K, inclusive, be approved. 2EX9A2

It is recommended that a Table of Organization totalling Illlpositions be approved.
Tebles of Organization are included in the attached Tabs A through K. Position
titles and grades shown thereon have either been approved or are subjsct to further
consideration by the Assistant Director for Personnel as indicated on each T/0,

It is recommended that the personnel ceiling as shoun in Appendix No, 2, be approved.

I% 18 also recommsnded that the increase of Q ceiling positions involved in this
recommendation be taken from the DD/A reserve, Howewer, the grand total as presented

of Il ceiling positions will be reduced to Il upon accomplishment of the actions

listed in Appendix No, 2. 25X9A2

25X1A9a
Chief, Management Staff

CONCUR:

/s/ 30 June 1954

JAMES A, GARRISON Date
Chief of Logistics

25X9A2

APPROVED:

/s/ 23 July 1954 #Subjectto the provision of my memorandum

L. K, WHITE Date
Daputy Director (Administration)

of Loglstics dated 21 July 1954 which el:
six positions, sets the Logistics Office
at pod proposes an sdditional reducti
-b - 14 positions by 1 January 1955, unless ct

circumstances warrant a temporary extens]
SRS certain of these 14 positions.
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LOGISTICS OFFICE

Comparative Statement of
Present Approved T/0 and Proposed T/0

25X9A2

ORGANIZATIONAL ELEMENT

Tnerease
Proposed or
Positions Decrease

Approved
Positions

0ffice of Chief

Security Staff

Teochnical Review and Poliey Steff
{Composed of former Inspection and

Review and Speclal Staffs)

Administrative Staff

Planning Staff

Asgistant Chief for Operations

Printing and Reproduction Division

Procurement. Division

Real Estate and Construction Division

Suppiy Division

Transportation Division

TOTAL
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Personnel Celling Reconciliation

Civilian Military Total
25X9A2

Proposed Table of Organisation, as listed in Tabs A ' |

Adjustments account pending actions:
1. There i3 pending 2 proposal to transfer two
ositions, celling, and incumbents ([ 25X1A9%a

&nd — from Logistics Office to the 25X1A%9a
Machine Records Division, Office of the Comp-
troller. Since these employees are actually
working with Machine Records Division their
positions have not been included in the proposed
T/0. Therefore, in order that personnel ceiling
may be allocated to cover these positions pending
the actual transfer, it i1s necessary to add 2 to 25X9A2

the Civilian and Total ceiling columns. I

2, Col. m, presently on duty overseas, 25%X1A9a3
is expec o returned to the Alr Force in
the near future (after 15 July 195L) and at that
time a Military Authorization of one will be re-
linquished by Logistics Office. Col. HEEEEE's 25X1A93a
position 1s not included in the proposed T/0 and
therefore in order that he may be covered by a
military celling pending his actual return to the
Alr Force, it is necessary to add one to the
Military and Total columns. 25X9A2 1

PROPOSED PERSONNEL CEILING
Personnel Ceiling as of 30 May 195k
Increase Proposed
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List of Pending Proposals Affecting
the Logistics Office Not Included
in the Proposed 1/0

Pending Additions:

1.

2o

3-

Mlerofilming project for RI/FI. Requives making approximately one million prints from 221
reels of mierofilm. This work will require three additional positions and ceiling.

Request fram the Chief, Secretariat, OCI, for an increase in production by Printing and
Reproduction Plant in Q Bullding. This request involves an increase of one position and
ceiling.

Graphics Register workload increase from S00 prints per day to one thousand. This increas
will require five additional positions and ceiling.

Pending Deletions:

1.

2-

Transfer of two positions, incumbents, and cefling from Logistics Office to Machine Record:
Division, Office of the Comptroller. 25X1AQ
a

Relinquishment of one military suthorisation upon the return of col. | to tre
Air Force (probably after 1S July 19SL).
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Proposed Ceiling Increase

Security Staff

1 Security Clerk as 6/5
Administrative Staff

1l Budget Assistent g8 9

1 OM Exuminer GS 11
Procurement Division

1 Contract Negotiator 68 12/11

1 Contract Begotistor a8 12/11

1 Purchasing Agent GS 13

1 Clerk Steno a8 5
Supply Division

h Supply Officer as 11

h Supply Officer G8 9
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